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1. Select 
“Document Type.”

2. Select “Create 
From.” 

3. Select “Solicitations 
Numbering Options.” 

4. Click “Continue.”

Click on “Y” to see 
line items below. 

Select the line items from the 
Requisition, you may click each desired 
box, or click “Select all” to choose all 
the line items, then click “Create”.
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1. Select “ Type 
of Solicitation.” 

2. Select “Solicitation 
Procedure.” 

3. Select 
“Anticipated Type of 
Contract.” 

Input Date and Time, 
the Solicitation is due 
and the number of 
copies needed.

1. Click 
“Package.” 

2. Click “Change 
Form” to choose 
your form. 
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Select Form. 

Click 
“Validations.” 
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To route document use Route Award for Approval QRG. 

If you receive 
“No Errors 
Found.”  Click 
“Route History.”


